Building Division— Concurrent Plan Check Flowchart
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Pre-application review at counter. Permit Tech determines which Divisions will be involved in
concurrent plan check and informs the applicant as to the number of plans to submit.

Applicant submits application for Building Permit with proper number of plans.

cloe

Permit Tech routes plans to applicable Divisions based on scope of work:

Outside Plan Checker:

3 Sets
CSG

1 Set
Planning

City Staff Division:

1 Set
Engineering

1 Set

Sewer

1 Set
Fire

City Staff/CSG First Review: 10 working™ days
City Staff /CSG Subsequent Reviews: 5 working® days
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Each Division returns comments to Permit Tech within specified time period.
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Applicant submits
revised plans to
Building Division.
Applicant provides a
response letter
addressing each
comment, a
completed revision/
response form and
the appropriate
number of revised
plans. The revised
plans must notate the
changes on the plans
with bubbles. Only
the most recent
changes should be
bubbled; bubbles
must be removed
from previous

Not
Complete

Permit Tech compiles all
comments and forwards
comments to applicant
with instructions.

Complete

10.

Permit Tech places the CSG stamped
plans in a central stamping location and
notifies all Divisions that the plans are

ready for final stamping.
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City Staff (including Building Inspector)
signs off on plans within 5 working days.
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CSG stamps three sets
of approved plans.
CSG sends three CSG
stamped plans back to
Permit Tech.
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Permit Tech
issues Building
Permit.
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Staff Division.

Permit Tech routes the response letter, and three sets of revised plans to CSG. Permit Tech
routes the response letter, one set of revised plans and one set of prior plans to each City

*Working days= Staff’s scheduled working days
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